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INTRODUCTION *

<
-

. \
w - 4

How are you going to use your Job skills after you £1n18h
school?

‘.
3

Have you ever thought about starting your own home atten-
dant service?

M

This module describeé‘people.who have Started and managed
home attendant businesses. ,TIt gives you an idea of what
they do and some of the special skills they need.
: <

You will read about:

planning a home attendant’ serv1ce . !
- ch0081ng a location . -
gettlng money to start
being in charge
organi%ing the work ‘
setting prices |
advertising and selling ¢ ) Le
keeping financial récords
keeping your business successful

.

-~

. A W .
You will also have "a chance to practice some of the things
that home attendant business owners do.
’ D
Then you‘w111 have a better idea of whether a career as a

home attendant business owner is for you.
v, -
. /-

Before yb;\study this module, you might want to read
_ Module 1, Getting Down to Business: What's It All -About?

N

-

.

~When you finish this module, you might want to read -
Module 23, Getting Down to Businéss: Day Care Center; .
Module 24, Getting Down to Business: Housecleaning
‘ Service; _
Module 25, Getting Down to Business: ! Sewing Service.

+

These-modules are related to other. businesses in. occupa-

tional home economics.
. N\, ’




UNIT 1

)

" ‘”
\ Planning a Home Attendant Service
v : .
' ] . y
Goal: To help you plan your home attendant setvice, // Yo
o . ' . / ’
. - P / .
N . . . = v, ©
Objective 1l: Describe the services, customers, and
* competition of a home attendant service. .
Objective 2: List three helpful personai'qualities
. of the owner of a home attendant service.
Objective 3: List three.ways to help your business
’ compete successfully, :
‘ ° Objective 4: List one or more special legal .
. requiretients for running a home attendant service. '
! * v ‘ ) |
A v\"
- ‘ . i i
. . . i . -
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) » . .
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Organize

the work

Be in
charge of
people

Plan the
business

Buy
and keep
track of
¢ .goods

Set -
prices

)

Advertise

and sell

Keep
financial
records -

};
Keep the
business
successful
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_.DELLA'JACKSON PLANS A HOME ATTENDANT SERVICE -

* ©

t
N >

Della Jackson began working as a home attendant in high
" school. She earned money by helping out’ two elderly
. couples who lived on her block. She would visit after
school. She did some light housekeepimy, made d%pper, ‘and
ran errands for them. She says, "They were getting old and
7 had trouble doing 'some of the .tasks around the house. 1

guess they could have hired a housecleaning service. But

. - I think what they wanted most was the companionship and
having someone to talk-with." '

1

-

Della decided.that she liked working with older people
" and wanted to pursue a career ‘in this field. She took
. courses at a junior college to get a home health aide
certificate. She also took classes in gerontology (the
study of old age), nutrition, and sdcial service ‘admini-
. stration, ' ' ct )
. * . .While ‘she was taking classes, Della worked during
‘| - summers and part-time dufing the year for a homemakers '
service. Sheg was ‘assigned to vist elderly and shut-in
people. She helped. them with thei#r household and personal
tasks. Della talks.about her work experience. .
. ] N
»I found that the work was physically hard sometimes.
T T It.was éspecially hard when I.-needed to-mové people in
- ) .~ their bed or help them walk. Some.of the people I worked
for were depressed and needed a lot of emotional support., ,
* But I.felt I was. helping people who needed the help. I got
_satisfaction from the.work." »

- - ~e

w oL .. |- = Dellacdid well on her job and was promoted to super- ,
- visor of other employees, Then she worked in the office

. for two years. She scheduled ‘customers and interviewed
applicants for home attendant positions.

: ' Della married and moved to a new community. She was,
surprised to learn that the town did.not:.have the ‘type of
homemaker service she had Been providing. She decided 'to
N start her own business of providing homemaker service for
- elderly and shut-in people. She got a business license and’
’ insurance. She then set up her own small businesst

[ , . : - .
0] - -
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. , ’ Planning a Home Atténdant Service .

M [
. .

¢

There are many, many small businesses in America. Small businesses
can have as few as one woyker (the owner) or as man}; as four workers. A
. L

small business owner is "self-employed." Often a whole fami}y works :

together in a small business. - N ’

y \ N . \st \
Della Jackson started her own home attendant service. As you work . e

thg'ough these matenals, you 'will see how her tmness deve10ped. In

’y

- this section you will learn about these four thmgs 1nvolved in planning

[

a home’attendant. business: ., - .

N \ Y

' dec1d1ng what the services, customers, and competlthn w111 bej

° 1ding what personal skills and charactenstlcs are\ needed to .
/, B ‘\
Oper_ate this type of business; v

° decidi‘ng what to do to compete successfully; and
® learning about the legal reéquirements for running this type of B ‘

»
~ ]

business.
- - ~ . ’ N . .

-Bervices, Customers, and Competition

¢ b i *
*  An important step in plannmg is to decide what services you w1}1

offer, who your customers will bé, and what the compet1t1on offers.

-
* .
4 * - ’ .
- o
B Y

Services. A home attendant, > homemaker, or home health aide works in

a client's home perfomming any combination of the following types of

tasks: AL )

e “does light housekeeping; . . . , .
. @ does light laundry; o - : .
e plans and prepares meals, sometimes following a special diet;

’ ’ 3 ‘ . v . 3
e assists client with%.'bathlng, with dressing, and with other.

nd .
' ~ .

‘ grooming; .
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° assists client to move from bed to chair, down stairg, or into a «
.« . . v - r
car; . . - . T
¥ > Y * . . .‘;.
° shops for food and does other errands, )

e drives the client to the doctor or other p1aces,,

o s¥rves as a companlon and chats, plays games, reads aloud, goes

. for a walk, or shares other act1v1t1es,_ +

’ . Y
.

° helps with child or infant care, -

\ \® does other” household tasks, such ag caring for'pets or paying the ’
bills; dnd ) . i . . : ‘

e  calls or visits tossee that the c11ent 1s all r1ght and does not .

¢ . havejgmergency needs. - IR S ) ﬁ% . a

’ N . .

-

In summary, the home attendant does what is n eded to manage the’
T

*household and to make the customer comfortable. he speciflc tasks

4

depend on the needs of ‘the c11ent. The ‘home attendant dges not do tasks

that require nursing skills or heavy houae%leaning. ) C. :
. - o - -
- . o (\q. .

Customers. There are many people who can use the'heip of a home

attendant., The elderly, handicapped, Families w;th children, working

‘ people}/knd sick people all may need assistance inh their home.

. z . ", , - @/.
.About 10Z of the populatlon is over 65. This percentage'!s ' 3 NS
1ncrea§;ng Many of these oldeér pe0p1e are ab1e to live on the1r own

L] \
- with the assxstance of a home attendant., 0therw1se they would have to

-

. . * ~
live in a convalescent home. Also as more women work, there is.an
increased need for both temporary and long—term help in. the home . Many

people would like a-home helper.‘ But they often are not able to afford
‘to pay much for the help. i C

—
..

~

. Competition. -Therg are a number of ways that home attendant . ’ :
services can be provided. A”pérson may want a permanent full-time of

live-in attendant. Then she or ¢ will often h1re a person. Sometimes'

.’

the person will contact a nursing registry. Some nursing registries - L

-

fill requests for home attegdants both on a temporary and a long-term

basis. Nursing registries usually focus on providing health services.
g reg 1y P g 4

«




They may -have a minimum of four hours of'sérvicef Some nursing regis-
tries are émall owner-operated businesses. Others are large -companies
with branch offices.in different commynities. Some bﬁsinbsses special-
ize in providing homemaking services. Often they schedule a ﬁpmémaker
for two hours a day, one or more times a week. It depends on _the needs °
of the customers.
. Lo ' (U
~ Della plans on providing this.type of service. There are other ways
to organizé the services provided., A ﬁerson'could set up -a business to

p;ovide meals, to do daily telephone calls, to do errdnds, or to pfdvidé

any other syecific service that a home attendant often does.

El

«

Personal Qualities . i L
-z

[N

Della wants to know if .she has the personal qualities to run her own

business. Below is a description.of the personal qualities she felt

would be important. ) | ‘

e She feels it 1is %mportadt to relate well witﬂ~peop1e and be
sensitive to their needs. '

® She wants to be patient and reasonable in dealing both with the

~ customérs and her employees.

v

e . Della knows she must have a balance between wanting to care for
people and wanting-to make money Eglstay in business.
Ll - .
e She knows she must be organized and pay attention to details for

’ . the business to run smoothly.

-

®° She knows it . will take hard work to start and maintain her own

N business. v
~ -

_(/““‘N\\xm Background and experience that would be helpful to, the owner of a
: Y e attendant businéss include: tome economics, administration,
' accounting, personnel,.social wo¥k, counseling, gerontology, public

health, disabilities, and related fields. There is no set list of

requirements for running a home attendant business. The useful skills '
can be acquired in various ways:. . '
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How to Coﬁbete Sucdcessfully - .

~ .

. 3

% . It .
L) - a

Thépe‘are several things you can do to compete Successfully.

will merition them tow.
: . N A,

p@déle.

We

Do a lot of research and p1ann1ng before you start..

This will

You will learn more.about them as you study this

he1p.you decide what serv1ces “to offer and where to offer them.

e Strive to keep your business expenses low and the quality of

your services high.
~ -

=<

3
D

a

You should offer a service that peopleswant

ag a price they can afford, ' ‘

Fa\ . . . . . ;

. ® Establish a business image that people will remembegu‘ You will
wantsto be professional, yet friendly. ‘ .
\ VAR
] ‘U .~
LegeltRequirements ' s ' R g
C4

v Legal requirements vary accordlng to. the types of services you offer

and where you are located.

You will probghlyaneed a local business

-

11cense. You may need to be bonded.

to a certain amout. in clalms agarnstﬂ?ou. Your staff will probebly
need to meet, certain héalth requirements./ Thes
physical examination. Also there may be‘local eertification programs,
such as a_certification for a home health aide., To find out what the
‘legal requ1rements are 1n;your -area contact the Depar tment of Consumer
Affairs or the Depar tment of Health

.

There .are other lega equ1rements to think of when home attendant,

services can be parﬁ for thro‘éh medical insurance, government programs
and workers

compensatlon. "It is helpful to the Home attendant service

if some of the cost; of“the serv1ce can be paid for through such

9

sources. Often nGrsing services are covered, but home attendaidt

% :

,»sefbiceé are ngt. The business owner must check .on the current legal
Iy - ¢ . . -

requ1rements. L '

-y e . -

Ede i M
s
* - . \ g
L]

,Th1s means you guarantee to pay up

These include a TB check or a

’
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There is a need for home attendants to proyidé light housekeeping, l ]

. . cooking, and personal assistance to elderly, disabled, jand ill-people. '
’ ‘As the number of aged increases, the demand for this service will grow,
L B‘ k3 - . N .
An owner of a-home attendant: service should care about people and also . .
. & -
have good business sense, . . - :
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Individual Activities

1. List three types of people who might want a home attendant.a List 10

services a home attendant might prov1det: : ' "

-y

2. Look in the Yellow Pages of the telephone book under "Home Health

P

Services" or "Homemakers." ' Count how many businesses are listed.

Also look under "Nurses and Nurses Registries." See which ones list

staff such as home heglth aides, housekeeper®, home managers, .

,companions, and live-ins.

C .
4 .

3. Do yoy think you have thg personal qualities to run a home attendant

business? Put a check by each quality you think you have.

works well with people

patient
-

3
good business sense
>

well-organized
willing to work long’ﬁpurs
E ‘v
" 4, List three legal requifegents you may need to meet to start a home,
attendant service. . ,/f" ~=/
5. Look in the Yellow Pages pf the telephone ‘book under "Home Health

Services" or '""Nurses Registfies." Make a list of three things that
are'mentiened in the ads ‘to makertheabusiness stand eut or be

special,
+

£

4
- ¢ I
. .

[
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Discussion Questions ' . ¢ . v '

-
> .

. -
- .

~ . o .. . , . . )
1. Discuss the meed for a home attendant service in your local area.
* . - . o) ~ ' .
#-Do you think such a service is nee@é@? Who would be the main users?
. |

h '

2. What do you think are the advantagggxor disadvantages of an elderly

. .an . .
person living at home as compared to moving to a senlor care home?

a
Q .

» B "

3. What do you think are the advantages and disadvantages of running
your own business aslbcmpared to working.for someone else?
- . A N

Group Activity : : .

~

<
Call a home attendant agency or a nurses registry and invite a

~

representative to visit your class to tell you about career opportuni-

ties in this field. . -

- Develop a list of questions to ask the representative. For%ﬁ??mple,
5, \3‘
your

compétition like? What ‘knowledge or skills do you need to run such a

What services do you offer? What customers do you serve? What

business? List at least 10 questions. | ]

0} v

s
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Goal: To help you choose a location for your business.,

UNIT .2

Choosing 4 Location’

¢

Objective 1: List three things to think about in
deciding on a service area for your business.
Pick the best office location for &

Objective 2:
home attendant business from three choices.

»
.
. . .
A
Al
®
-
.
.
. $
.
.
.
.
.
4
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. DELLA CHOOSES A LOCATION

-
4

Della wanted to do some research before jumping into a
new business. She started by looking in the newspaper.
She found that there were several ads placed by people
seek1ng household help.  She was encouraged. She next
contacted the discharge planners at the three hospitals in
town. They said that the local nurses registries did a
géod job of prov1d1ng nursing care. However, there was a
need for on-301ng assistance for people who did not really
deed nursing care. « .

Next Della talked with nursing home directors. and local
- social service workers who dealt with the aged. Della
found that they also felt there was-a need for her-
'gervices. Some government funding might be available for
‘ such serv1ces.

Della was pleased with the informaffion she had

' . gathered.  She said, "I feel confident that there really is

a need for a home attendant business.
invest 8ome money and rent an office.

fow I'm ready to
And my husband feels

good about how.vae gone about my p1ahn1ng.

He thinks i§

-a building between the downtown and ome of the ma jor

.a small reception area and a private office.
y ~ A

is a great 1dea.\
Next Della. 166ked for. an office. She found a ‘space in

hospitals. She ‘took out a six-month lease on a.space with

-

-~
-

15 .
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R Shoosing a Location

.
v «

There are several t:hm to think about when you choose a service -

<

) area for your business and ecide what services you will offer. You

~ .‘l
: 7 -

should consider: ' :
) e Are there enough cu tomers in the area? ~ B
‘o What is the compet: 7 1on? - )
* e Is this where you _ant: to work? ’
You also need to decxﬁe on a locat:mn for your offlce. Things to
think about are: i - iﬁ“
" o Is the Spa’ce apprg riate? )
’ o Can I afford the &ent:?
/ ’ ° Is the location convenlent: for Job apphcant:s? : .
' " e Does the bu11dm§ reflect the, mage 1 want:? ’ . . ‘ .
.® Does the locat:m(n help in attracting cust:omers? ") , .
. ¢ . ’
ustomers ' , ' ' A ’ oo
Della's cust:omerﬁare felderly or other people who want help in the
home. They have money to pay for t:his service. Likely 'cust:omers would C.
be people who have just beeh eleased from a hospital or nursing home. ’ .
Ot:her possibilities are elder_fy people who do not have family or friends .

to care for them. !

1
o N Pl ‘ . ..

Some wayé to do market fésearch for a home attendant service could

, include the following, N ’ - .

* o Contact the county or city planning department and get informa- . . .
tion ont t:he' numbei of people in an area, the age distribution, -
the 1ncome level, and t:rends in, ne1ghborhoods. Some neighbor- ¢

e hoods may have a hlgh percentage of older people. But they may . ‘ '
’




[
t L.

. ) be too poor to_ afford the setv1ce. Anpthet area may have strong
‘ . family traditions whete older people are cared for by their.

, fam11y. : “ -

e Talk té hospital discharge workers who arrange ,for the release

of people leaving the hospital. AsK them if they know of a need

v

for home attendant services, — - ,

- .

e Look in the classified sectlon of the newspaper to .see if-
people “are advertising for home help. - .
e Talk to administrators at convalescent homes, senior centers,

- - churches,, and social service agencies about, the need for home

N . ’ . - . .on
s . services. . - : )

. Competition : M -

‘e

- 4

Nursing registries usually ptOV1de home attendant serV1ces. Also
fame of the temporary employment agencies provide pe0p1e to do these

services. Many people have jobs as home attendants and do not, work

‘,, through an agency. , T N v

- .
N

. . A hbne attendant service tan compete by d?feting more personalized
attention or flexible schedquling. Della planned to Speoialize in® .
long-term home attendant service.for a few hours a week. One person may
want someoné to.come daily fon two hours. Another customer wants
someone to come twice a week for three hours. De11a planned to esta-

- " blish a service flexible enough to meet these needs. She also planned

on providing short term, all-day service for people tetutnlng from the

; . hospital or’ who had other emer gency needs. ) : -
. y _ ,

- N A
s

Balance Between Customersiand Competition ) .

' ) What is''important is the number of customers in relationship to the

people offering: the service.” A big city may have a dozen home attendant

- services and have more business than they can handle. A small town may

on * . -
. . . . .
w
. -, - . B
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not have enough people to support even ome such service. BSo it 1is

<

- important to consider both'supply and demand. . ”

L . , -

s . 3
Personal Considerations . - .

=~ . 4 ‘, '\4
. There are other things to consider about the location.’ You might {

ask, '"lIs this where' I want to work?, 1Is thlS where I want to start a . -

business?" People often have personal reagoﬂb, such as f’&ends or
. L Ee
family, for deciding where to start their Business. Della moved to a

f
.new town with her husband. ‘e . : -
. . - ) . 4 ¢
4 . -

13 -
Selecting an Office Location . ) . .-

.
AY . L4
.

The office sho&}d—be in a convenient location. Home attendants will e

cunelfo the office for their 1n1t1aT°Tﬁterv1eq Later they may stop by ~

while they are working. They should have easy acqess to the office.

. Sometimes the office location can attragt customers. They may rarely -

visit the office. But thete might be an advantage to be near a hospital

“or in a nelghborhood whére there is a strong demand for yaéur service.

- A
¢ “ . ~ - /
. B / .
/ .

* The ff1ce itself should-have a reception areé and a private’

conference space, for interviews or dlSCUSSlonB.

., B

The offlce does not

The

need to be fancy.

But it should be clean, neat, and attractive,

building should be in good condltlon.

Aiso you must be ab1e to afford

L
. the.rent. . .

If you intend to hire no employees and sell only your own . 4
services, you can-work from yqu% home. . N
) '}z . . " N
- ‘,f REN . - - i
* o . ’f’/ , ¥4
e /;/;-r 29 .
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Once you have decided to open a home attendant business, you must
research the need for services. ,You must find out who else provides,
these services. Your office should be proféssional in appearance and

. *

convenient for your staff.
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Learning Activities

Individyal Activities

~ ‘_i\‘\,‘ _
B - ‘ .
1. List three sources of information on the need for home attendant
services in a comunity. . . -t
s e » >
2, Look in the classified section of a locak\newspaper_ for ads for home
1 . - ‘
workers. Bring the ads to class. < .
3. Look in the Yellaw Pages of the telephone book under "Home Health
Services" or "Nurses Registries." Count the number of businesses
©  listed. Select one you think might be a large company. Wriq§ down
i why you think ‘it is\ldrge. .
' ‘ . .
. 4. Look up the addresses of three home attendant businesses in the.

Yellow Pages of the phoné book. Find them on a map. Try to drf%h

ﬂ} one or more of the businesses to see wheré- they are located. If -
possible, stop and ask for a Lrochurq on the services they offer.

Ask what they are looking for in emp&oyees; 4

s

Loék in the classified section of. your local newspaper under, .
"Bﬁsiness'Rentals.“* Make a list of features mentioned that you )
think Qould be desirable for a home attendant service, Make an

estimate of -how much it would cost to rent a small office in*your

town.

-

. Q ‘
" FRIC
N
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Discussion Questions

v

1. Which of these locations seems best for starting a home attendant

[N
service? Discuss. ’ . . )

\\\_-. e A neighborhood in a city with many plder be0p1e<(;here are
ethnic groups with strong family loyalties -in the neighﬁorhobd);

.
P

0T

e A fairly wealthy area of a town where people tend to stay a long

4
time (the population of the area includes many retired people)..

o -

L] ) .
2, Della saw these two listings on availableﬂiffice space. Which do
you think she should choose? Why?

&
Office Space

Small office in

- &

. professional building
$200/month

or

»

: -
Shopping Center

=

Office or Store/Parking
+ $500/month

1 year lease

‘ . ] ]

3. Compare the advantages and disadvantages of being a‘'small home

attendant business to being part of a large company with branch

1

offices.

J

"

\
)

t

Group Activity, .
1 - M
£y

{ . os
Vo, . ,
. - ‘

: EIn a small group, discuss whether you think it'would be wise to,-

b start a.home attendant service »n your area. Why? What kinds of _

{ services would you offer? ’ o
i
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e . Getting Money to Start .
b . . -
. . ! -
\ - / .
‘l ~ . =
L. . Goal{ ' To help you plan how to get money to start your
¢ . - - busineSS. - 5 ¢ - .
. . ! ) I .
: ot Objective 1: Write a business description for a home
~ ’-44* . .
+ attendant service. S

_Objective 2: TFill out a form showing ow much money
you need to borrow to start your home attendant
service,’ i .
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DELLA GETS MONEY TO' START HER BUSINESS

.

. Della made a 1ist of the expenses she would have during
o the first three months of business: - ,

“

Uses of/Cash - First Three Months

& i

"Rent : = $ 600

; Utilities and phone deposits ~ 200
Bysiness licenses, insurance, and

accounting advice 300

Advertising 1,300

Furniture and equipment 2,000

. Promotion (stationery, cards, and ;

. . btochures) i . ' . 250

Supplies - ) 150

T Cash fund-and other 200

‘ | ( S ’ '_ . $5,000

Della also needed money to pay the salaries for the home
attendants while she was waiting for customers to pay her.
She decided she needed $10,000 to pay salaries for her
employees. She. did not include a salary for herself during
the first three months. ‘ N )

. Now Della knew how much money she needed, She and her
-husband, Robert, talked about their finances and how much
they coulgfﬁnvest. Robert was pleased that Della was
— ' starting her own business, He wanted to do‘what he could
: ' to help make it' a succegs. They decided to invest $5,000
of their own money. They would try to get a line.of credit’
at ‘the local bank to borrow up to $10,000 for the atten-
v+ .|~ dants' salaries. They.would use their home as collateral
. or a guarahtee that Della would pay the loan back.
,. . T (/\ - - N . . - b
Della prepared a business description to present to the
bank loan officer. She included infommation on her
.. education and experience, facts about the. business, and
' financial information. She discussed hex business descrip~
. . . tion with an accountant before going to the bank, She was
S a . ‘'véry pleased wheft the bank agreed to lend her the money she
S ..‘}#4 needed to“start her business, ' -

!
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—_— . ++ Getting-Money to Start
N . ¢ . . . .

%
.

' Start:mg a-new business requﬁ:es moriey. How much money depends on - .
how large an operation you want: to have. You ‘an work alone and - >
start yout own home at:t:endant: serva,ce with very few expenses.® It would

be more expensive to st:art: a service such as Della's. You would need to

hire people to go into homes and coordinate the work they do. In'. this

*  gection you will learn about how' to get money to start a home attendant * - . .
gervice, ‘ . ' , K . o
~» Sources of money are:. ' . e . .
e the owner's money; - : ' B .
e gifts, loans, and investments; and , - i
e banks and credit umions. ) . o - _—

£ . . ' . ’ * ‘
Della used °some of her monéy. She borrowed add1t1ona1 money from ai

bank. To apply for a bank loan you should prepare a busmess descnp-

e

tion which includes the followmg. : ' ) .
) personal background information;
a ° descnpt;lon of the business; and

® fmanclél mfomanon.

s

s : ‘ K \,’ h
- : ' " -
- % — ' K ., . . ‘5’ -
Infomation Needed to Get a Business Loan i
: . \/’“A’ H ¢

.
¢ ‘v

Personal background 1nformat10n. This section 1nc1udes schoolmg, .

work expenence, and f1nanc1a1 h1story. Someone who had paid his or her
A bills in the past: would:have an easier time giatting a loan than someone

who had been late or not paid bills. Also, the loan officer wants to _

know if _the, person has the skills and knowledge to run a business of

¢

this type. §

C.o %28 o -y




Business description. The business description should be written >

clearly and simply. It §hould explain your plans for your business., It

should tell the lender the following: '

' e kind (and name) of buginess;

o servi‘ces_ to be proviéed; )

‘e location of business and why you selected it

# kind of customers you will serve; ’ .

e kind of competition yoa will have and why you think you can
competej : . ’ '

° ,expectad gtowt@; and

° hiriné plans.

@
- .
.

-

.

Financial - Information

The lender will require detailed financial information. The banker -
wants tb,supﬁtrt‘a profitable businéss. Making loans i§ how a bank
makes money. The banker doesg not want to lend money to someone who:imay
not be able to pay it back. The Loan officer wants to know that you
Wave planned ahead and how much money you will need. The officer needs
a good estﬁaate of how much money you will have left over after‘paying .

) . ° LY
‘?our efgiases. . ) e

-

" A new business will usually have expenses in the beginniné before -
providing services or collecting money. These ate called start-up
gxﬁeﬁseax In the beginning a busineas'will usuall& spend more than %t

makes. It will need money to support getting started. ,(As the bus{né;a
gets establlshed, it will want to collect more money than it spends. It
w111 use some of the difference to pay back any money that was borrowed . '3

i\ -

v
-

The- exact amount of'money‘reqﬁired to open a home attendant service
depends on the particular situation. Della's case shows about how'much
money would be needed .to start a small, one-person busxneps. ‘These

r -
start-up costs are relatively small

-

°
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The largest purchase Della has to make is for furniture and equipment.
She needs the following items: electric typewriter, caluculator with

tape, two desks and chairs, one or two side chairs, a filing cabinet, .
and a -storage cabinet. These could be leased to,redqpe start—-up costs. _

But leasing can be- more costly in the long run.
. .

Della's biggest start-up cost is paying B;tendants while she is
waiting to receive payment from customers. Here i$ an example of how

Della figured out about how much she would need.

-

$5/hour x 8 hours/day
. X 20 days/month

7$40/day .
$40 x 20 = ssq‘O/mnth

She estimated that she would have 12 emplqugs.

-

12 employees x $800 = $9,600
~ o
She needed to allow at least a month between when she would'péy her
employees and when she would get paid by hér customers. She estimated

that $10,000 should be enough to meet the payroll expenses.

Some home attendant services operate differently and require less
]
operating money. They have the customer pay the home attendant directly.
Then they bill the attendant a perZentage of their pay. That way they

do not have a large salary expense.

»

¢

Summar ‘ .

ERY
S

. )
To start a home attendant‘busiﬁess requires money. The sqaét-up
costs may be more than the owner can afford from personal savings. The
owner may need to bd}row money. A:good business desgription'can helﬁ in

obtaining a loan. It shows that ithe owner is capable; organized, and
has pfanned carefully. A good business description is aléo useful for
the owner in making decisions and’in having clear goals for the business.

? .
- ’

k>4
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) } Learning Activities .
Individual Activities »
k.
1. List the three major parts of a business description.

2.

3.

R .

4
month .

Write a short business description for Della Jackson's busiﬁess.
Base it on che information you have been given. Include "at least
one sentence for each of the three major parts of the description.

Remember that the description is to show that Della's business is

well planned and likely to succeed.

Make a list of 10 expenses of a home attendant business.
Della ﬁays her attendants $5 per hour, and they work 160 hours a
What would be the salary expense for one -month for five

employees? RN *

29
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in the blank spaces on the form below.

A

5. Based on the infommation you have about Della Jatkson's p'lans, £111

' STATEMENT OF FI'NANCIAL NEED
R N ;
I Starting Expenses , Money on Hand
' Sal aries . \ $ Casbh on Hand ‘
1 o Building Expenses ! . Gifts or Personal Loans _
. ) Repairs a:hd Renbyations ) Investment by Others
. Equipment and Furniture TOTAL
' ) Inventory or Supplies ’
‘ " Advertising . ) o
‘Other
1 - * TOTAL ' $ TOTAL STARTING EXPENSES $
) - TOTAL MONEY ON HAND -
+ TOTAL LOAN MONEY NEEDED $
s ] 4

Dis cussiﬁ@es tions A ' o

1. Della estimates'that she will Sp;and $15,000 in the first three months of
business. She estimates t.l.xat in the first three months she will only
collect $10,0QO: Db you think Della ‘shpuld still‘go ahead and start her
business? Defend yodur answer.

-

Star t-up expenses for a home attendant business can vary. .What are

the advantages of starting out small? What are the a#dvantages of

., starting out large?

“

AY

3. Would you Y end moﬁey to Della for her home attendant business? What

conditions d you put on the loan? N\

30,
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Group Activity ‘ _ B ~ . ¥y
. . . - . , E
. T g . - ¢ - v ) ’
Do a role play situatiqn. Have one person play-the role of Della
"Jackson' [Have another person play the bank loan officer. Have Della -
ask for a $10,000‘loan for her pusinéés. Do tie role play for five

minutes. Then have each person share how it felt to play his or her role.

* Next, change fbles and have two different people act out the same situation,

See what different people do in a similar situation.

ot -
»

-
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Being in Chatge

To help you select and manage the people with whom
you work. ’

- .

Objective 1: Decide how to divide the work of your
service among several employees.

Objective 2: Pick the best person for a specific
job in your company. '

LK 3

Objective 3: List three ways to keep your employees

happy . . ,
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DELLA IS IN CHARGE _-_

N

Once Della organized her business and rented an off{ge,
she was ready to hire home attendants to-work for her. _She
began by writing a job description. She”listed what the
home attendants would do and also what they would not do,
such &s heavy housework and medical cdre. She also 1listed
what qualities she was looking for. What was. most impor-
tant was that they enjoyed working with the elderly. ‘They
had to be in good physical condition,’ too. She contacted .
employment agencies and looked at newspaper ads to decide
what wage to pay hef attendants,

Della advertised for home attendants in many different
ways. She placed ads in the local newspaper under "employ-'
ment agency" and "domestic help." Many people responded to.
“the ads. Della found this was her .best way of attracting
applicants. ’ L~ . : c L,

Now came ‘the selection process. Della says, "I know
that the success of my business depends on attracting and
keeping good employees. It takes time td intervdigw,people,
check their references, and trdin them. But the“time will
be well spent if I tan get people who want to do this kind
of work and are good at it."

During the first month Della interviewed 25 people. At
the end of the month Della had hired five full-time home
attendants. She had four others who were interested in
part-time work. ' T n .

* She.worked in the home with the five full-time émploy-
ees, She trained them in skill areas where they needed
assistance. In this way she got to know each employee.
She became confident in sending them out om jobs alone.. %

. Della found that she was spending most of-her time-in
the office talking on the telephone to customers, inter--
viewing applicants, scheduling, and keeping records. She
also spent time visiting hospitals and social service:
agencies to promote her service,

y ]

3
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,.."being in charge."

£

+  Being in Cha{ge

)

—

Working with your employees is an'important part of a-home attendant
service. The succe;s of your business depbnds on dofng a good job of

':If you do not have enough attendants, you won t be

v -
* able to serve youy customers. If your attendaﬂt§ ‘do poor work, you may

% 3

‘lose businegs. i :
In this unit you will learn, about? o
e tasks 1nVleed in running a home attendant serv1ce, . N
) h1r1ng staff and . - .

keeping employees happy.
e

- .3 . -
. - )
Tasks :

Here are major types,of tasks involved in operating a_honefattendant
' t

business. .
- ) ’ € ° . °

- ggétemer relations. This involves talking to customers on thé ph

and discussing their peeds and availablé services, Sometimes you must

visit a customer's home to learn about their. particular situation. You

-

must also handle customer problems. ) o . .

’

i‘ . . . . .
Egplqyee relations. This area includés interviewing, hiring, )

-

training,” and supervising employees. . ;o " -

-

Scheduling. To matgh customer needs with employee\EVailabiiity .

Y

-requires an effective scheduling system. . .
’ &
7

Promotion. This 1 olves calling and V131t1ng potential referral

sources, You also will prepare newspaper and other advertlsements.

L)
- - ..
.
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o

. Office tasks. There are many. such tasks including typing, answering
. telephone calls,~Bookkeeping, filﬁg, billing, and recordkeeping.

Business management. This involves such’ tasks as setting up,

systems, establishing policieh, reviéwing financial records, making

business decisions, keeping informed of regulations and requirements,

a

B < and preparing tax returns. .
In a small agency one person may do all these tasks. That 'is how
Della planned on ru?mit}g her businés_s. II{ a larger- agency, staff would
specialize in the tasks they weuld do. -Specific jobs might include:
coordinator; interviewer, secretary, busineés“manager, bookkeephr, or
1\ ‘supeﬁrisor. Most agencies use an answering service to také. messages
wheri the office is closefl. p
ANy

Selecting Staff . .
v i . ! K

‘ To select a good employee, you should be clear on what tasks you ,

want the home attendant to do. You should recruit people who have the

skills, experience, and.desire to do the job.
. (/Some qualities you might look for include the following:
e “enjoys working with the elderly; .
S ) enjoysihdpi:ng‘ others and is caring and sensitive;
‘e s8kill and experience in home management and personal care ;‘
e able arff wil'ling to do some heavy phyéi}:al work;

-~ @ does not mind doing housework;

. /“\
e good health;
" e enjoys -change and the lack of a set rottine:
B e reliable; N i
P , o dependable car and car 'insurancza;
° telepho;le at home y\ere can:be reached; )
e willing to work In neighbérhoods wvhere customers live; and
‘ T e 18 years of age. _ ‘ .
o - L
. . , : 1
, 37 .
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N

In some areas there is a certificate for a home attendant. It shows
that the person has received certain training. Helpful classes would
include first aid, gerontologyf/nntrition, and home economics. A high
school degree is not'usually necessary. But some basic English skills

are important. ) '

~ - ]

Good potential employees include. both men and women of all ages. °
Often women from 40 to 60 years of age work in this field. Coilege
.students are also good.prpspects. Often theyscan work full-time during

the summer and part-time during the, rest of thg year.

4
]

Some ways to advertise.for home attendants include:

e want ads in local newspapers;

¥
e employment office; . ‘
e adult education prog;ams; ‘ - ..
o college employment offices.
o referrals from current employees;'and
e churches, social agencies, etc. . \
. Ads in ‘the classified section of the newspaper ean reach a large

zﬁumber of people at a reasonable rate. Also home attendants will often

: . look in tWe Yellow Pages of the telephone book when the; are- looqugyfor
'ﬁﬁﬁwork. Some agenc1es put up posters and d1str1bute fliers. Somet1mes
they offer their staff a bonus of around $25 if they refer a frlend who

is hired. You will need to find out what the best wam 19 to necru1t

-

people in your lecal area, j

. 3 N /
/ :

It is 1mportant to carefully screen job app11cants. You want to
send well-qualified, dependable home atfendants out Eo customers.

App11cants sbould‘ /

.
!

R

e fill out a Job applicatioh;
e have a personal interview; and

e provide,personal references.

Recent job experiengg is particul e1y helpful. It shows that the
applicant has done this kind of work

oI¥

nd kngws what is involved. ‘The

-

A
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personal interview is very'important. It can reveal personal qualities

that do not show up in an application. Good judgment in 1nterv1ew1ng .
can avoid staff problems later. The applicants' references should be
checked out. Often a new employee is hired on a.probationary basis for

the firsf three months. Then the employee is evaluated for satisfactory

. Al -~
‘ service. — .
. . - IS

L

. ~y . ‘ B

Employee Satisfaction .

-
Once you have hired your home attemdants, it is important to do
things to keep them happy. You want them to do quality';mrk and

continue on the job. You don't want them to quit or have to be firéd.

"Then you will have te spend time and -money finding and training new

employees.//Scme of the ways to keep employees happy are to provide
good pay and benefits, clear polic%fs, and appropriate  training and .

supervision, .

~ Pay. The pay you give your employees should be close to what they
would get working for someone else. If you pay less, tHey may get a job

elsewhere. If you pay much more, you may not be able to keep your prices

low enough to be competitive. You also need to consider benefits. Lo

.

Typical ones are health insurance, sick leave, and vacation. You can

" increase the pay rate with length of servibe to encourage experienced
pay g g

attendants to stay with your agency. A bonus or other money 1ncent1ve

can be used as a reward for work well done. °

14 .

Clear policies. You should be clear on what yaur policies are and
-

.

provide them to employées in written form. Include such things as how

assignments are made, how to fill out,a time card, when the attendant’

L4

I - ‘\_\w
is importan trafn’ fiew employees in

your procedures. The amount of training requ1red will depend on the .

Training and supervision,

will ‘paid, travel alléwanéesé;and work duties.

experience and skills of the employee. The training” can comblne office
‘orientation and on-the-job instruction by an experlenced worker. There

v
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' fo.may be depressed or irritable.

for deallng w1th a difficult client.

. .x~ *l
should also be on—golng tra1ntpa and superV181on to teath improved proce-

dures and to d1scuss problems. Some agencies have their attendants meet

tog/ther once a month to share experiencés with each other.

. ?
K / ’ Y

Being a home ‘attendant ‘can , be hard. .The gersgn he or she is caring

&

Sometimes the home atteadant ,needs
emotional support.' He  or she needs someone to talk to and prov1de .ideas
A good supervisor can provide this
kind of support and encouragement when it:{s needed. The supervyisor can
also recognize, oork well done to promote a positive work attitude.

.
L4 N . - “

. A Y
Surmary ’ T 3 RN “, T>> ,
There are.many tasks to be done to manage a home attendant business..
“\ . . * '
An owner can do many of these tasks or hire other people to do them.
H1r1ng good employees is cr1t1ca1 for the success of the bu81ness and

e
should be done carefﬁlly. "The owner 8 goal should be to develop A group

og.ded1cated, competent 'employees who get satisfaction from their work.
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) Learning Activities \
~ ) - ’ e d ) )
’ Individual Activities - T . ’ -
s . . . ,
5 t 7 1., Della decides to hire a person with clerical skills to help her in
St ***  the office. List five tasks Della could give to this person.
B . . [ . . .
: R ’ v oL N ‘ . r
. . ' 2, Look in the classified section of a local newspaper under "House T
, ‘ Help" or "Domestic Help." Cut out the ads ‘listed and bring them to
. cla.SSQ 4 '
" A
,*}.' L;st,three ways in your local area to advert1se for -home attendants. )
. ’W ~ "
H . %&‘, ,-»
3 ‘ 4. List three ways to help keep employees satisfied, . ’
- :
.o 5. Find out if there is a local cert1f1cat10n program for ‘home health .
L x aides and how to qua11fy for the cer tificate.
’ - \ ) :
. * \ \ . ¢ .
A . v h
- ¢. Discussion Questions ... ,- . . . .
( . '\J . !. . . Ny . . X . /
‘ 1. Here. aré two ads for a home attendant-. . Which do you prefer? Why?
. R ‘ . .
. » ‘., o L. * . : ! . :
‘. oo . . ‘Best Positions *» . ‘Home Aide Agency .
. N ° , - . B .o . [ ° . i
:x4  . Top Salar1es ‘ Homemakers for elderly wanted
o7 & . A-l Home Help . . 278-3421 -
' 288 3ooo ' a |
¢ \ ' . ¢ ’ ’ |
. o . 3 . -
) ' R * ~ .. -~
oo 2.- These two people applied as a- home attendant. Whlch would yod
L]
" - [prefer? Why? ~What other 1n§esmat10n might - you want? X
& ) ‘ .l ° ‘ ’ o . .

., - V] ' M . V




I
-
&

$

e John Fredrick‘:son, 55 yearg old. John wprked for the last “two

wears as a cqupanion and attendant fo; an elderly man. . |
i @ Rosa Gonzaleé, 18 years old. Rosa helped in her own home with
' grandparents““an‘d children. She took home ecpnomi.’é:s classes ,in
< : " high .school.:‘

»

3. You are the owner of a home attendant service. One of your custo-

¢

mers mentions that a home attendant has not been .stayi’ng for the .
" ' full time. How %ould you handle this situuat‘ion'? : v

Group Activity ‘ .

L]

.
il

Write a short background dgsér.iption,of a person applying for the .
.position of home attjendant. One person should play the role of Della -
Jackson and another .person should role play’the applicant. ‘Do a role

play of a job <interview. After the role play the actors. should give

their reactions to.playing their roles. Then switch go that two other . .
- \]
1] ' A{ . ] . :
people ican act ouf the roles. ; . . N

A °. . \ .
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Goal:

UNIT 5.

Organizing the Work

~ 4 -

To help you organize the workAof°your home .attendant
service. . . .

Objective 13 kist what needs to be done for one of
your customers on a work order form. °

Objective 2: Given several tasks to do on a
particular day, write a work schedule for
yourself or an employee. * .

.
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. Della spent her time on one day.

- DELLA ORGANIZES THE WORK =

Della's days were busy and interesting. One of her
problems was that she was' too busy. She thought she should
get more done in a day, De11a sa1d "I'd like a clearer
idea of where my time does go." Here is a record of how

A

Tuesday, May 3 - ®

8:00 - 9:00 Arrives at office, "Listens to phone mes-
sages. Message from attendant who calls in
sick. Calls available attendants and finds
replacement for the person who called in ill,
9:00 - 10:00 Call from a client with-a problem.
. Discusses problem and comes up with a
solution. New client calls. ‘Della fills
out work order. Della looks over schedule
, and schedules attendant for new job, v
. >
10:00 - 11:00 Scheduled interview with job applicant.

Y -

11:00 - 12300 Bookkeeping, typing, and recordkeep1ng. .

Telephone calls from two attendants and .one O

customer, +

L]

EsN
12:00 - 1:00. Lunch A

1:00 - 3:00 Visit to hospital to see dlscharge worker,
Travel time.

3:00 - 4:30 Visit to new client. . Travel time.
4:30 - 5330 Attendant. stops in office., Della chats with
o -+ Her..
\ s . Lo . ’
Della decided' to train one of her attendants to work

part time in the office. This gave Della a back-up if she

was unable to work. It also gave her time to work on other
tasks knowing that the office work was being han%%ed. ’
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Organizing the Work

&
1

v

The major service of a home attendant business is matching up people

o Who want help in their home with home attendants who can provide this

assistance. This requires good coordination. A home attendant business
must develop a recordkeeping system. ‘Such a‘system keeps track of the
people ava11ab1e to do the work, the work-to be done ,- when it will be
done, and if it gets done as scheduled. This unit g1ves some samples of
the types 8f forms that can be used in a recordkeeping system. The .

sample forms include the most important' information. Actual forms used

by a business would probably be more detailed.

\

" Keeping Track of the Staff

. -
: QKeeeing a brief summary of each employee and his or her general
availability is ﬁnportaat: Here is an exampfe of one’ form Della.
developed. It, 1nc1udes 1nformaqlon ‘on each employee ] ava11ab111ty and
work preferences. She kept ‘this infomation an 5x7 1nch cards and

kept them in a file box on her desk

Name:

: ff_ -
Certification: Yes
Availability: -

=

" Day

‘Evening
24-hour live-in

»



Preferences: ‘ .

. .
- 4 ~ -

0

Day . ' Personal Care

Evening ’ Aésist in Movement

Live-in ’ ' ) House Cleaning ’
Elderly ] . Meal Preparation ="
i1 Driving ’

Child Care _ . ‘ ~ Companion

Disabled ~ . '

)

e ' . : .

(4

Della also hé:\a notebook in which she keeps the attendant's job

application and a form with information on. the attendant's status with

_the agency. 1In addition, attendants call ‘the office once a week to

confj that they are available.

The rk to Be Done
o

J; ‘ k4
A work order is used to record the cuftgmer's orderi: The work order
2

is'filled out by the owner or another employde after taiking to the
customer and finding out what service he or she needs. A copy of the

work order form is given to the attendant who is issigned that custemer.

(4 -

. . . ’ . A s
A sample of the form Della developed appears on the next page.




-

WORK ORDER

.

Name: Date: ’ -
Address: . Number: »
Phone: - Order Taken By: ., - ———— ‘
Client's Condition: (physical and emotional)
(-3
> - > '

Members in Family

Situation

. Age

-1

Job Description

Personal Care:
Bath '
Shampoo
Shave

° Shower

%&« -
. o
Assist in Movement:

. In bed: turn, etc.

House Cleaning:

Changeabed ] :
Vacuum * [
Bathroom
Kitchen

‘ (Lau;dry :

. Other . )

K

\

.
————

Transfer-bed to chair

Assist walking

Driving: /

Food shopping

Meal Preparation: Errands
Meal planning Transportation
Meal preparatigy _ P
Special diet Companion:

Other:

Interests

Days: ..

Hours “per Day:

Physician:

- Starting Date
; ] Length'of Jobs
'_Phone:

Travel Directionq?

s
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A

‘Scheduling‘ ;

" Time Card ‘ .

o

]

, customer. The attendant has‘ the customer sign the card. This info

¢ . . ~

The form had a second page with information on the referral -

source and how to bill for the service.

£l

Schéduling involves matching attendants with work orders. To select
appropriate attendants for specific jobs', you would consideér their time
availability; their skills, experience), and preferences; and how far they ’
are willing to travel. écheduling for full-day and live-in assignments
is generally stralghtforward Scheduling becomes more gomplicateéd when
" you schedule part days, as Pella does. She has to co iaet the -

attendant s other a331gnments and the travel time req 1red between

‘assignments, Below is the form Della. dev1sed for schedullhg. . ®
C T Jupe 1-5 )
Staff Person Monday . Tuesday “ Wednesdé;:EFafhursday Friday - s

8-10 Rush 9-12 Harris. 8-10 Rush 9-12 Harris 8-10 Rush

JANE 10-12 Hayes 1-4 Jones 10-12 Hayes -4 Franklin 10-12 Hayes

1-5 Allan’ ' 1-5 Allan~ ' 1-5 Allan

B

Pl

' . . ' - ) I
The home attendant, Jaj;\ shared her time among six dffferent house-
hold% dur1ng the week. ‘She visited them once, twice, or three times.

3
-~ .

g "

) -

Della also has her employees fill out a weékly time card for eac

-

‘tion is used for paying the attendant and—for billing. the customer.
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up a tentative schedule, a110w1ng time fog deallng Wlth unexpected tasks

4IME CARD )
Client: - &
Address: N )
/> -
. ' . . ; - " Daily Total of
N ) . ] )
Bay Date Time .In Time Out Hours Worked -
£ ‘ B )
Mond ay . L [ -
4 - R . ) b . N 'a -
Tuesday .
¢ ) N / .
_ Wednesday ' o . "
) 5 ¢ @ ) * . 2
Thursday B —— . .ilr(\
. ’ y) 5 - ]
Friday \ -
- Saturday - ' C ‘o
. IR S . : -
Sund ay o . B © :

B
v

g .0 ‘- & !
Employée Sighature:
~ T

q-on
° + + ,: 'i
IS 3 - - ’
4 R o [N ig% Py i
° - Y « N - - s ‘.
. P P
Client Signatire: e N o e - -
. o L3 G’LC}»' ’Jtﬁ‘g S k4 \/.
- 3 / ‘ ;:ﬂ ‘ °
- . . 3y . - Oengy " s .
Time Planning A ) .
) - - g"{ . .
, ? . o e %
.. . - 2 e
A major problem for most small bus
time.
»

' E 3
1ness owners 1s p1ann1ng their own
One way to plan is to 118t all the thlngs you want to do.

' L.
. Then
rank them in order of 1mportance. *Take into con81derat10n both. how

) %
unporfant they are to do and- when they should be done.‘ Then you can set
during the day.

T ~>'\) ’
. .




Summafz
( .
. L ' e W
A smoothly-opiiating home attendant business depends™on an effective
-~ v
system of keeping track of the work to be done and who is doing the
work. Then customer requests can be handled quickly and efficiently and -

attendants will bé ¢ertain of their assignments. ,
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Learning Activities

- N ‘ ‘ ’ l . —/

Individual Activities

1. List three pieces of informdtion you would want 61; a staff gvail-

e ¢

ability card.’

“ist five important pieces of information you would want on a work

order.
}

L

Make up a one-&ay schedule for a home attendant given these assign-

ments. The time estimates include travel time. -

e 1% hours, downtown;

® 2% hours, south of town; ahd . =
- LN
. ®. 4 hours, downtown. ° S &

.
-

Make ‘a list of the act?@itiés Della did on her typical day. List

them in order of importance. Put a "V " by tasks that -needed to be

done that day and an "x" by those that ére'-long-term tagks. .
. ~

Make up a schedule for Della for Ehat‘day.

W«

: ~
Discussion Questions
} B _

3
A3

1. What problems might occur if yo{x did not use a work order form

i

but just told your employees what jobs”to do?

Look at the work order form Della uses. Do you think it is clear?
Easy to use? Detailed enough? Too detailed? What improvements-
might you suggest? What other information might you  want?

1




Group Acfivity

s Pretend that -you are a potential client for a home attendant -
service. Write a short paragraph. on'.your age, situation, and desired .
services., Form pairs and have one person play the role of cgordinator
and intFrview the other person as a potential client. As coordinator -

describe the service#®of yqpr agency. Get enough infomation so you can

S fill out the work order form.
N . - " <
. ( i
¢ Now changg roles and have the other person play the role’of ‘
' coordinator, . N
. ) e ~
1} I3 . . . - - -
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3;tting Prices

\

- ) - AN ’

To help you set, prices for Your home attendant
service. . ¢

.
- 3
»
-
-

Objective 1: Given things to consider about the
< price of a -service, select the best price.

~

‘
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RN °“*“'DEI:11 SETS HER RATES ~

-~

.

~

i

24

Della needed to decide how .much to charge for her ser-
vices. She wanted to charge enough to pay her employees,
cover her expenses, have a salary for herself, and haye °’

somé left over to reinvest in the business.

She fig

ed

tha

within a year -she would have about 20 attendants

worklng ull—tnme.~

.

Men€y Needed Every Month

4

aries and benefits for attendants
0 x 3,200 hours)

operating expenses
Della's. salary

Al
** Profit-—to 1nvest in bu31ness

and beneflts for office assistant

o,

weo

She did her figures on this ‘basis.

$17,600

500
1,500
1,000
400

$21,000

. l *

Defbh flgured some time of the attendafts was spent 1n
training and supervision. They also spent sqme time_
traveling®between customers. So she could only bill for
2,800 hours of customer time in a month.
price to charge, she divided her éxpenses in one month by
hours charged to customers-in a ménth. °

$21 000 expenses N
©f____2,800 hours ' = $7.50/hour |

-

’ Next Delld called several nursing registries to see how )

much they charged. She found that. their rates for a full

eight-hour day were lower.than' her tentative price, or an

average of $6 per hour. However, their prices for part

days were higher, uSually betweén $8 and $9. Often they

set a four-hour minimm. " Della declded that her price of

$7.50 perahour for part-day serv1ce was a cqmpet1t1ve price.
3 .

\ o

1 &
L]

To figure out her’

‘vt . . - M .

w




. . Setting Prices - S

- .
N ~
N -

I3

‘ N, .
To be successful, you must set rates which are acceptable to your :

customers, are competitive with similar services, and allow for a -

(
profit. This unit discusses what' td’consider in setting rates.
- .“ é . 3
. ) . ¢
4 . . N °
g.
. Acceptable to Customers » * o .
. -~ :
A - ] ' } -
Your rates must be acceptable to your customers. .Many people would
. like to have a home attendant, but cannot afford it, If the cost of
. home attendant service is too highy customers will do without it. Or
they will find other alternatives. They m%ght use a nursing home, move ,’
“in with a relative, or find some other source of help. =« .
- v L} . . y N
‘ . In Line with Competition . ! . s -
:s»‘ i N . " .
Customers usually check the rates of several services before _
. . . deciding om one. The clients will not be w1111ng to pay higher prices
’ unless there are extra éerv1ces or advantages for them, 'such as reli-
. ab111ty or frlendly staff.. Della's strategy was to offer’lower prlces“
»
~for partlal-day sérvice to be competltlve. o
. - | ‘ ‘ .
. . [y
y . - > N . N ~
. , Components of Price . ! .t <o
B 4 PR - . X 3 ‘ . .
) . . B "‘ , ’ Y -
- o Operating expenses. Opegating}expenses include salaries and = .
= benefits. They also includé overhead expenses such as rent; utilities,
= telephone; advert181n%é repairs on office equlpment, supplies, accoun=

S tant dervices, 11cense fees, insurance, travel expenses, and a11 the
other expenses to openate a business, The owner takes all these into

.
§ ' . ’ ‘e N c v

o ' 58

I
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N .

- consideration before deciding what to charge for a service.' The owner
. " tries to keep the expenses down. “That way he or she can keep prices

. dowm, too. ’ o

vt
a7~

‘grofit“. The profit 1is what is left over'after all expenses have
'beer% paid. The pofit mcludes the owner's salery, income tax, and
mdney to 1mprove the bus:.ness. You must decide how much profit you canp
make and whether this is acceptable for you, Many small businesses -

start out w1th little or no profit in the fimst year.

. 7

. . .
- . - . . . & »

. Establishing a Price o .

f : ) : . : . a
There are many issues to be considéred in setting rat‘es\ for a home
. ' attendant service. Salaries of attendants are the higgest "e‘xpense.
ﬁ Questians to be, decided are:"’ . ’ “' ‘\ '
‘ e Should all atf:endants be paid the same, or should, some get more
fgr length of service or education? ? i \ b
‘ R .. e _How gluch,shou]:d be spent on benef:._ts such as health i\lnsﬁ‘rance,

sick leave, and vacation? Some agencies do not prg'vid

cbenefits. Others consider their attendants to be.permapent, )

full-time 'employees, and_ do provide such benefits.

) ' .

.-® Should éttendants be paid for travel to jobs or between

customers? If so, should it be a- set rate or*based on dctual )
» miles driven? : - : o
- . o What- 1s the pOllcy on paying live~in atte‘ndants" Live-in

A . T atfendgnts ‘work off and on over a 24-hour penod but generally

3

3 not over 12 hours in one day. v 4 - . . .

N

How these questions are decided determines the cost of the attendants. ‘

.- N
~

" . s

: Thege is another set of questions to be answered\eregarding prices.
Some services are more'\exﬁensive to provide than others. For example,
- J.t 1s less expen81ve to the bu81ness for'an attendant to work all day at

one place ca'npared to working for several customers. The difference is

. due to travel time. Home attendant services will usually char~ge

‘ . - . ) . . 9 \‘f‘,, . .'
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different rates depending on the number of hours worked and whether it 1s a

live-in job. Also, a price needs to be established for mileage’if the

attendant dr1ves the client somewhere or does errands. The business has

a' fee dchedule explaining the costs for dlfferent services,

¢ . i . ' : - —— ﬁ
0f 'course, the owner must charge the customer more than what is paid
|}

to the home attendant.

It is typical to charge customers from 30% to

50% more than the home attendants are paid.

In Della's case she was

chérgin .abeut 45% more for partial-day service. She could. charge close
to 30% more for full-day service. ' -
Summary . '

| 5

| i

Settlng prices depends on the cost to provide the service, customer

demand, and the prices of the competition,
.l . ; . . .
expen31vF to provide than others. Setting rates requires reaching a

Some services are more

balance 5etween charging. customers an ameunt, they can afford, paying the
‘attendants a fair wage, and making a profit so the owner will have a
.living salary and the business can continue to operate.
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Learning Activities _

- N | - .

2zIndividyal Activities

,1.

Discussion Questions

;-

~

Cal% up two agencies in your area’ that provide home attendants.
Find“out “ho® much .they pay the home attendants and how mucﬁ‘they

charge the customer. Write down your findings.-

.
-

<l

List five kinds of-operaéing expenses of a home attendant business.

Home Help Agency charges its customers 307% more than it pays its

attendants. The attendants earn $5 per hour. How much is the

L3

customer charged? .

In one month Home Care Agency needs an average of $42 000 to cover
operatlng expenses and de81red profit. Imn an average month atten-
dants work 6, 000 hours. How much should the agency charge customers

per hour9

-

1.

»
- .
. ' v

If Deila 8 competlcors had tharged $6 per hour QSr partlal day - ‘o
serv1ce, what should Della have done” Why’ .

v
’ .
e

..

In a local area one home e;tendant service charges $5.50 per hour,

- two charge $6.50 per hour, and another charges $7 50 per hou\‘ What

.

would you charge and why?

W
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3. As a “customer you want an-attendant to come to your house for two .

hours a day. One service you call charges $7 50 per hour. The \"

second charges $6 per hour w1th‘¥a four-hour minimum. What is the

daily charge per service? Whlch serv1ce would yoy prefer" .

- ’ &

b .
.Group Activity ° oot <

Y -
. ) ‘: . Ry
Two owners of home attendant businessés giye these viewpoints on
getting prices, ’ . . ‘.

L - . " ’ ’

' Jay ny attendants we11 and they do good work ahd stay )
with me a long time. \I chatge a hlgher pricé than most of my .

competltors, but- our re11ab111t‘y and personal attent1on make it

<

well worth the price."

)
s

-t
ot - e

"My prices are among the lowest in thé area. I make less

%

profit on each assignment, but I attract more customers that

way and my total profit is high." " ¢ ) '
} < s ) - f

EY-3

.
-
. . PR

3
Discuss each viewpoint. As part of the dlscussmn take the view-

p01nt of e1ther a customer, an attendant, or’ the owner. o '

.
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UNIT

QQaI: To help you learn ways to advertise and sell your

services,

-

Objective 1:
attendant

.

Objective 2:

attendant
PR ZTCS )
®
”3-
.
, A

.

.

Pick one way to adv
sexvice. -

Design an advertisement for your home

st

.

~

ertise your home

service.,
- - e e
R .
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\
-
4
. [
. 2
3
L]
.
.
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*Yellow Pages.

- DELLA SQBLS HER HOME- ATTENDANT SERVICE
.

&

Della knew that her business success depended on A
attractlng and keeplng customers.. One of the first things
she did in organizing her business was to plan what
advertising to do, when to do it, and how much to spend.

, o .

The first thing Della did was tho prepare an ad for -the
She knew this would be a major gource of
business. So she decided .to make a major investment in
this form of advertising. Here is the wording for the ad LN
she prepared.

-~

LA )

HOME AIDE SERVICE

Home Health A1des - Homemakers ~ Cempanidns - Home Live-Ins
for ° 3 .
+ Elderly - I11 - Convalestent s
M )

PO
.

We gpecialize in serving our Senior Citizens who
need a helping hand

vl

Hourly Vlslt%1nuous Servi ce
87Ta=3211

384 West: First Street, Hillsdale
- Empioyée Inquiries Invited -

- ' s , - 0w
Unfoftunately Bella found out that the new telephone
book would not come out for two“months after she wanted to
open. She decided .that during the first few months of
bus1ness she would run daily newspaper ads. She also. = .
planhed to visit potentlal referral sources, such as
hospitals. Della had ‘an artist develop an attractive
brochure and poster describing her serv1ces. The materlals
included 81mp1e plctures of an attendant at a bedside, ome’
guiding "a person in a wheelchair, one cooKing at a stove,
and one vacuuq1ng Délla took these materials with_her on
her visits., : ‘

’
.

Della says, "I am using advertisements to attract
customers. I know that good service and‘recommendations
from- satisfied customers are the key for my long-run
business success."

e 62 "

-
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. it. The purpose of advertising is to aptract ;ustomers.

* Advertising and Promotion ’

; Advertising and Selling .

Customers need to know a home attendant service is available to use
How you deal
with the'customer and the quality of the service will determine if they

are satisfied and will continue to use your service. . . e

S

. This unit will discuss: ~ -
e customer needs; N
e advertising ‘and promotionj and

e selling and customer relatioms.

-

v

- Customer Needs . ) .

§ 4 ' .

It is important to remember what the basic motivation is for pe0p1e

to use a home attendant. They want assistance with personal duties and

household tasks at a reasonable price. Théy want a home attendant who

is reliable, efficient, and cheerful. Most important, they want someone .

they feel comfertable with and will want to have in their® home.

M -
° .’4

< . -

i ~

There are many ways to advertlse.  Most businesses use a combination

of approaches. A new buslness may start out with a. large advert1s1ng s

budget to attraét new customers. . An established business méy have a

moderate advert181ng budget. It may draw more on repeat business and

referrals, Advertising is expen81Ve. You must dec1de how much you can

afford ‘to spend. A bu81ness owner wants his or her advertising to be
That

A business will often keep

cost effective, to genefate the most business at the Yeast cost.

sounds easy, but it is difficult to predict! |

66




°r

~-

2 see. i . .

k)

track of how customers heard of it to %;nd out if the advértising'is

attracting customers.. ’ .

Often a company will project an Tmage through its advertising.
The image may stress personalized service, professional staff, or

reasonable rates. Different. images will appeal to different customers.

.
B
> -

.Below are a number of ways to attract. customers. -

' ) "'. N
Yellow Pages of telephone book. This is the most hnportant‘form of

advertising for many home, attendant servicés.‘ The ad should include the
name of the agency, the telephone number, and the services-provided.

The ad should be attractive, simple, and informative. The;cost depehds
on the local area and the size of tHe ad., The ad serves two.purposes.
It must attract customers and attrect attenda‘ts lpoking for- work.

Companies sometimes select a name starting with a letter that comes

early in the alphabet so their listing will be'among the first people . —

s

%

7\ N o

Newspaper ads.™ The newspaper cantbe a relatively inexpensive way to

reach large nubers of people. . Both large newspapers and small neigh—

borhood!bapers can be used effectively, Home attendant agencies may

" - place an ad _under the classified section of "Employment Wanted."

Samet imes customers see theé ads in the paper for attendants and respond
that way. . SR S
Promotion, Home attendant aéencies also-make contact with people in
the commonity who might.refer cystomers to them. Good people to contact
1nc1ude hospital discharge-* workers d1rectors of convaieicent hosp1tals,
doctors andmthe1r nurses, churches, social workers, and ¥wformation and
referral programS. Others to.contact include staff of commun1ty
organlzatlonsh foundations, and heaIth societies serving the e1der1y or
other appropriate groups. The" owner or other staff person may write a
letter followed by a telephone call and a visit. A personal visit can

be very valuable in estabiishing an on-gaing personai relatjonship with
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r

a referral source. Attractive brochures and posters can be distributed

m;'part of the promotion effort. ']

n
N > - /’

)
s

° . . - . _
Personal contacts. Business from friends and their referrals can be

a gooo source of new business. ;.Giving people a printed business card
with your name and telephoné number assists in this. Often people draw

on friends from a church, club, or otherigroup they belong to.

-
.
oY

" Customers. Repeat business and referrals from satisfied customers
are a good way !B develop a base of customers. Sometlmes a special

promotional 1etter may be sent to forqer customers.

<
@ ' S
.

Government agencies. ' Sometimes a county or city will have funds.

available to assist the elderly and other special groups. They may have
a contract with a local business to provide home attendant services.

The government agency pays for-all or part of ‘the service. A home
attendant owner should find 'out if such programs exist in the local area

and determine if it is a potential source of business.

- . . \

Any business would use a mix of these advertising approaches.

\ ' -

P

3

Selling and Customer Relations

\

Once you havé attra\&d customers yo\uﬁmt "sell" them on using
A, s
your serv1ce. Ways to do‘thislinclude. -

e the_ initial teléphone call--Are. the, customers treated in a

dourteous manner? Are their questions answered’ Are they
prov1ded with the ‘information they need, such as how to deter-

mlne 1f the costs are covered by insurance? f

e f111 g the order--Are ‘orders filled promptly? Are the customers
~1nformed when the order is filled? Are the customers told if you
cannot fill the order so- they can make other arrangements?

o the attendants-~Are the attendants neatly dressed’ Are they

i

re11&b1e, fr1end1y, and competent?

~

85
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written communications--Are the billings, time cards, and policy,

statements clear and readable? Are they attractive and profes-

sional 100k1ng7 d -

dealing w1thAprobleme::RXe.problems dealt with qu1ck1y and

smoothly? .

~ . ) : \
Every contact the customer has with the business influences his

.

her impression,

LSummarzf

-

= o

.To have a successful home attendant bu31ness you must attract
customers and demonstrate that you can provide them with the service
they want. You should have an advertlslng plan describing the type of

-advertising you will do and howjguch you will spend. Every contact you

have with customers contrlbutes to their impression of _your business.

- -~ ‘ A
\1 ~ *
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ways ‘to advertise for a home attendant business.

.
. .
P

( -7
in the Yellow Pages under "Home Health" and "Nurses Registry."
B . ‘ & . .

[

. F1nd an ad that is part1cular1y attract;ve. Why do you&11ke it?

Which ads do you think are most expensive?

-~ -

*

’ .
List five-special features which could appeal to customers.

A
EX

. : R .B g
Find an ad for an agency that_specializes in home attendants. s °

- . -

_Find an eq:that appeals to possible employees’. How does it do
that?. o ) ' Lo

-

]

F 2

£. 'Find an ad fof‘atcompahy that places,otherftypee'of temporary

workers, such as*office workers. - ce - R

N °
. "

2 - -

4

Call the business office  of the telephone company and'flnd put how
much it. cost{/for dlfferent size ads. Write down your f1nd1ng§.

3 ¥

- S - 2
Look in your local new3paper in the c13331f1ed section under:,
"employment wanted"’and see 1f there are any ads by home“attendant
agenc1es. If so, “bring the ad into class. _Figure out how much it
would cost for a short c13331f1ed adt, (Look at the beg1nn1ng of the

c1a331f1ed section to f1nd out the rates.) / ' ,
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‘5. Pretend you are Della, Write a short letter (one or two paragraphs)

L3 .
introducing’ Home Aide Service to the director of a .senior c'tiiens'

. center, Make su;} to describe your serv1ces and any spec1a1 se111ng

-
2

19 .
points, Mentlon that you will call soon. .

’

P
B
. . T

Discussion Questions- : k : ..

’ - .

‘. ’
®

1. Below is a list of names of agencies that place home attendants, -
" Select one name you like and one you don't.like: Explain the

regsons for your selection.’

&

, T .C:onni:g's .Home Management Agency - . ot
" Family Care ' . > . R
Jof;néton Home H;aalth Agency - ‘ ";\ ) . - T
‘Tuome Help . <
. ' Medical Personnel Pool ‘ L 2N " ,a
Pomon | s ,thional‘ Health Care’ Associates - e
Tree e Qifali't-iy Care Service . . .
. Temporary S_ex;vices ° X .
ﬂisiting Nurses : - ) v, o T o
‘ We Care Persomal Services . C
: 2.” .Della says, :'My attendants are my best sales people." Di?s%@s T
3. An owner. of a home attendant agency has the following ;}:olces fol ar: “\u ’

“ad in the Yellow Pages and a’ budget of $l 000 for-the year for \-° ' ] ’
. advertising . ‘Which. size Yellow Page ad do you think th,e ,owner t'\\\’/\
; should buy? What other kind of advertising should the’ owner do? ’ . % P
D ','-\ ' A L. . . - . . ..// ' .,

o i‘- short listing $100/yedr . - - ‘ e -

. 73 - medium size display ad $500/year . L
w— large display ad ( $l:000/year‘, .. ’ .- o o ; -7
. - T g
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Group Activity )

. L4 - . ’ ' o ’ . .
-~ : In small groups, prepare a simple ad for a home attendant business *
P . ‘ Yy . Y
. *  to appear in the Yellow Pages. Include the name, telephone number,
' “. serviges, and other information you feel is appropriate. Share your
. i .
. group's ad' with the class ‘and explain why your group designed it as it
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UNIT 8 ‘ )
N
R Keeping Financial Records
\‘- - N ~ ;

V4 . ' . . . 1
Goal: To help you learn to keep ‘financial records for your
home attendant.service. ~

2
-

. s Ve . . .
Objective 1: Given information about the segyices

o performed for a customer, fill out a customer
- account form—

Objective 2: Given information about income and
expenses on a single day, fill out a daily cash

sheet . .
g .
N
- 3 :
- *
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DELLA KEEPS FINANCIAL RETORDS

Della developed a bogkkeeping system to keep track of
her expenses and income. She based her system on the pro-
cedures used where she worked before. As part of creating
the system, she talked to an accountant. He gave her.ideas

-on how to improve it and make it more useful for Della's
-particular business. She visited an off1ce supply store
and found forms that she could use in operating her ‘system.

. Each week Della pays current bills, records payments
from customers, deposits money in the bank, summarézes her
records to see hoy much cash she has, and summarizés t1me
cards. Della says, "Sometimes it's a chore to do the book-
keeping. Other things seem more urgent., But I know that
it's important .to keep up‘on a regular basis. Otherwise
I'll get a big pile to do all at once. Besides, this is
how I tell how the business is doing and I can handle
problems quickly when they start."

.Della pays her attendants twice a month., She bills her
customers monthly. She®says, "I know some busimesses bill
more often. .But I think once a month works well with the-
kind of customers I have. It takes a lot of time to do the
b1111ng." Also she reviews 'hér budget once a month. - She
analyzes her cash position to make sure she ‘has enough to
pay her attendants. Sometimes she borrows money for short
periods of time." Several times a year shé sumarizes the
information. Once a year she works with her accountant to
prepare ‘a balance sheet, stating how much she has and what
she owes others, She also does a profit and loss state-
ment, which shows how profitable her business is. Her
accountant also helps Della with her taxes each year.

. Della says, "I spent a lot of time setting up my.
system« It'was easy to do and was well worth the time in
- the beginning. Now I' do the bookkeeping myself so I know’
what is happening to the business financially. But it is
’ taking a lot of my time. I want to gradually turn some of
it over to my off1ce assistant." ' S

.




/ Keeping Financial Records
ol L7 R -
€ ..

I

As a business owner, you must have.a clear way to keep tr&ck of the

money. Different businesses have different -recordkeeping neéhs and

methods. This un1t discusses the 1mportance of keeplng f1nanc1al

-rgcords. It gives two examples of the types of records that might be -

kept.

. » .

'Y ’ .

Importance of Financial Records ¢

Sometimes people starting a home attendant business are concerned

,yith‘meeting,the needs of the elderly and other customers. But they do

not Have much knowledge or experience in bookkeeping or accounging.
' - S

¥Yet, running a profitable busiress depends on understanding the

finanges. Owners do not need to do the bookkeeping. But they should be

abfé to do it. Then they will _be able to use the company's bookkeep1ng
system to find out what they need to know. They will be able to train
and supervise others who use the system. ‘Classes or individual study in

Y

bookkeeping and accounting can be helpful. (M - .,

Purposes for keeping finéhcial records include:
o to make business decisions and plans;
e to keep track of revenues (money coming in)j - . )
® to keep track of expenses (money going out);
e to p;epare taxes and other business reports for government
agencies; . T
to comdpare actual costs with the bﬁdggt;

to anticipate cash shortages;

.

to see how much.it costs to ptovide different services; %rd

" to determine profits. ,
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This unit discusses two other types of records, a customer account
form and a daily cash sheet. Other, records might include payroll

records, income tax records, and records grouped by type of expense.

Customer Billing

3

-

‘A business needs a way to bill customers for services provided.
Bills should be neatly typed with clear directions for payment. Della
decided to bill her customers ménth}y. But some businesses bill weekly
or every two weeks. Owners want customers to pay their bills promptly
and may add a penalty fee if their payment is late. Sometimes cﬁétomers
do not pay their bills for long periods. The owner wil@ stop providing .
services until the qlll is paid. The owner also may, turn the bill over

to a bill collectlon agency. g

. . s .
Scmetlmes home ‘attendant fees are covered by ' 'a third party," such,
as 1nsurance, workman s compensation, or other government program.

b4
Sametimes.the home attendant business will bill the client and ask that

the client collect from the third party. At other times the home
attendant business: collects directly from the third party. It is
important that the-owner be familiar with insurance and government

regulations, coverage, and procedures and be able to discuss these

issues with customers. ) -

2

.

!
#Della pays her attendénts for the work they do before she collects

from' the customer. That is why she needed to borrow money from the bank

to get her business started.

"
.

A customer account form is kept.in the office and shows how ‘much a
customer has been billed and how much they paid. On tHe next page is an

example 6f a customer acéount form. o

-
©




Customer Account Form

Customer: Inez Nagai, 267 Pennyhill Drive

.
A

Amount | Paymént Balance

Description of Service .Charged Received Due

July 7 June, 24 hours -$180.00 $180.00
July 25 Payment \ $180.00 -—
August 5 |- July, 20 hours 150.00 150.00 .

-
>

)

A sample entry has beensmade to show how the form is used. Inez
Nagai-was billed $180 for services in iune: She paid this bill on
July 25. She was billed $150>for July services; which she owes.

Cash Sheet
- .
A daily cash sheet such as the one on the next paée can be used to
keep track of the money coming in and going out of a business each
day. The fom is Qp1§ a sample. The system actually used will depend

on. the specific buginess. . . \




DAILY CASH SHEET
‘ .

Cash Receipts Cash Payments

Customer Payment $200.00 Salaries
* .Building Expenses
Equipment'and_Fu¥niture’
) Inventory or Supplies
( J | Advertising $100.00
o Other '
TOTAL CASH RECEIPTS _$200.00 TOTAL CASH PAYMENTS . $100.00

\ — 1

AN

-

A sample entry;&g made, A check from a customer for $200 was

received, and $100'waé'Spent on advertising that~da§.

The daily forms are shmmarized to she&—;he~weekiy—or~mon‘ply cash

position., The information on daily-records is periodically used to

prepére other forms that show how fhe business is doing, such as a
balafce sheet and a profit/loss statépén You will learn about
profit/loss statements in the next mnit. If you do go into business for
yéﬁ?self, get tbe'advice of an accountant ‘about how to-complete a °

Jbalance sheet,

-

Keeping careful financial records are important to the success of a
business. Forms .such as a customer azcount form and a cash sheet are
used to keep these records. The specific forms and systems used should-

be designed to meet the needs of the'particular business.




‘2. Complete this Customer Account Form for Julian Garcia using the.

-«
Learning Activities

Individual Activities

!

Ld ’

1, List four reasons fpr keeping careful financial records.

—

information beloy. The rate is _$6 per hour.

\

L]

- Date, Description Amount
Jan. 3 ° Dec. service, 30 hours $180
- Feb. 5 Jan. service, 20 hours _$120.
Feb. 6 Payment received $180 o
' . . . ]
Customer Account Form
i - »
Customer: * .
‘- - s »
. - 7 —
/ Amount ' —Payment *Balance
3 . - 9
Date Description of, Service Charged Received Due. |
'l N . &
Y .
e . ~
| -
. - » 80 ,
. ('Y ‘ /

o
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regardiné’

Compl ete thlq,Dally Cash Sheet u31ng the 1nfonmat10n below

cash transactions in one day.

Transaction- Amount >
. Salaries . $1,500 @
- _Customer payiment - $ '700 I
., In;urance payment> - Co.% 125 -
- » \ ¥

e

DATLY CASH SHEET

Cash Receipts Cash Payments -~

Customer Payment

TOTAL CASH RECEIPTS

.
»

Salaries
Building Expenses
Equipment and Furniture

Inventory or Supplies

-

TOTAL CASH PAYMENTS

. . : :

Advertising

3 -

Other

4.

‘ing or bookkeeping?

-

How could an adult in your local community get training in account-

* :
7

tsit an_office supply store and look at the standard forms it

has that dre used for financial recordkeeping.

.
*
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.. Discussion Questions .

-

1. Do you think it is better for the owner of a small business to keep

all the financial records or to hire someone to do the bookkeeping?

Discuss.,

. 2. Della billed one of her customers $75 for attendant services. The

bill is now two months overdue. Della sent a reminder notice after
one month. She knows that the family is having financial probiems
due to medical expenses. What do you think Della should do?

u N

Group Activity

In‘a small group, make a list of the types of decisions Della needs
to make in her business for which it would be helpful to have\infor—

mation from financial records. ~

o
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UNIT 9 .

o>

Keeping Your Business Successful

L] " *

Goal: To help you learn how to stay successful in operat—
ing a_small business. '

- ~

.Objective l: Given some Anformation about a
business' income and/expenses, figure out the net
profit (before taxes), profit ratio, and expense
sratio.

~

Ogaqctive‘ﬁ Given a djcline in proflts, state one

way to increase profits.

s

ObJectlve 3' Given a specific problem of low sales,
suggest a way to change your business to 1nfrease
sales.




DELLA KEEPS HER BUSINESS SUCCESSFUL

a

-

Della has been in business four years now. She has 25
home attendants who work for her most of thewtime. "I have
a fairly steady workload.now. I expect it to stay at about *
this level. My biggest problem is attracting” and keeping
good staff who will work for the pay I can offer. I have a
core staff of 12 attendants who have been with me for
several years now. I know I can courit on thqp.

-~

"Also I need to watch how much I spend, or my expenses
creep up without my noticing. The biggest competition I
now face is from the large temporary office worker agencY”“
in town which is expanding into the- health area. There is
also uncertalnty about insurance and government funding for
our serv1ces. I did a survey and asked customers to rate
our services. I also ask® them for ideas of other .
services they might like. I'm now considering making some
changes." - ) .

.

Della had these ideas for new services: =

~ .

° respite care. In-home relief care‘}br children or
adults with disabilities such as mental retarda-
tion and cerebral palsy. Have received requests
for this service. Would néed some special staff
training. ’ ) '

personal services, Providing services such as
‘dealing with repairpersons, planninga party, buying
a present, decorating a room, or other house manage-
ment tasks. Aimed at working people.

Della alSo talks about,the satisfactions she gets.

"I'm glad I started my business. I'm not getting rich this
way. But I am making a comfortable living. Last week I
vi31tgd an elderly couple who was considering moving to a
. convalescent home before learning about our services.' Our
homemaker has helped them brighten up their house .and has
gotten them interested 1l.house plants, Theyboth are ‘more
cheerful now and feel better about themselves. That's what
it's all about for me<-the people." v -

A -
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- -Keeping Your Business Successful ./ -
. . 3 . h . ¥
P . - u / . .‘
. . i . . / o

- A bu81ness q;ust: make a profit to’continue. Pro}f{ is one way to o .
' evaluate the success of a business. However, t:hére are other personal c‘
satisfactions for ss e people in running t:he1r own business’, This . . ' ;
section. discusses personal satisfaction, key elements of a Succegsful -~
LY busmess, ways to increase proflt:s, and u31ng a prof1tlloss statement. "6
, . . . . . .
Y
pd

Profit and Persomal Satisfaction
b
Many people start a(small business hoping to %make more money than

Fﬁey did working for someone else. They take a risk by g.oing‘on their

) own. Sa‘ne people i;nake much more money. Some tl;akg about the same. N

. Others make 1es’s than what they could make working for somegne else. . ) .
(It's possible, too, to ‘].ose mpiley.) Different people are satisfied g

making different amounts of money from their business. , .

-~

There are other considerations to being a small business owner.
Some people 'like workiﬁg for. yhemselves. THey may enjoy the 1ndepen— .
dence, the thallenge, or the hance 'to make the decisions. They are Y

. usually persxstent: hard working, and motivated.. Ot:her pe0p1e don't

. like it, even when their business is profitable. They may -not 11ke the | .
‘worries # responsibility, the long hours, or all the decisions. Oper- i
ating a.small business {% «certainly ¥t appropriate for everyone . )
Personal satisfaction may be) more. important than profit. /
. ] ) ‘ L. [ . . * * . - . .”
- . Al o : ’ ' ) . ‘..
. ’ - .“Jﬁ' . < ’
o~ Key Elements of a Successful Business ‘
‘. - .'A / L4 ‘- “ ! )
o Here are some major points to consider to keep a home attendant .
. . . . . . [
; ) business successful Y - . » - , / ‘ 4
N o o ' ' 86 ’ ‘ ) . h
. . K . .
\, ] . . ., - - v
v .
- 14 . l. ” - i3 »
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, ‘Profit/Loss°Statement

v
Sue N [N

L

Staff. Coﬁpetent, dependable staff are needeo tQ'provide the

service., |

-

: Satisfied customers, Satisfied customers are the bssls for refer-

ra1s and\eeﬁeat bus1ness which sustains a bus1ness in the long xun. .

Y
N . . - . -
- P .

* Low expenses.. A business must keep expenses low to provide -+

services‘at a price cusStomers can afford and still make a profit.
. toy . . ¥ “

*

- -t - - - - - [RN B
7

.

Trends. Be aware of trends, such as changing age or 1ncome level in
the area being served. The trend 'is for an increasing percen- tage of
the popu}ation.to.be elderly._ Th1s will depend on the particular
community. * g . : 1.

i

Flex1b111tz The business must adapt to changing conditions, such -
as competition or the. general economic situation. The business should
also be responsive to the changing needs of the customers. Della was

explorlng new services where there may be needs .that were not belng met.
. ’ .

>

*e
-
~

. »~ « y P
A - .

v

A,profltlloss statement shows revenue, expenses, and profit during a
certain per1od of tzme. This 1nformatlon can be, helpful in determ1n1ng

how a bu81ness is doing and in decldlng what changes mlght be made.
) , , ) .
- 5 . C oy J . o«

.

A profit ratio and- an expense ratio can be figured from the informa-
qron on the prof1t/16s8ostatement. ~They show the percentage. of‘profit

and expenses to sales,, They dre useful in cqnparlng the perfomance of

s a bu31ness from year to year. They are flgured as follows.

. * . 3
T ¢ o . . ) .-
K . . - ~ - : . -
' i Profit - _ - Net Profit .
Ratio ° Revenues 2
-, ' o [y . X -
e, ,Expeﬁse . Expenses :
¢ . Ratio Revenues
A 1]
L] - .
” L '
. )
- O < [ ¥ v ~
» 1, ’ -
. . 87 . :
. d ’ 3 4
(e 83 ’ : ) ‘
S ; . N

N
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The following is Della's profit/loss statement for years three and

¥

four. .
- aa'%“ s \
PROFIT/LOSS STATEMENT ’
Year 3 ‘Year 4
Revenue '
Revenue
Cash Sales § - $ 25,000
Credit Sales_ 375,000 375,000
TOTAL $375,000 $400;000
Expenses ) _ ' )
Salaries $303,000 $330,000
Building Expenses " 10,000’ 11,000
‘ Travel Expenses 6,000 7,200
Supplies > " 34000 2,800
Advertising. 12,000 10,000
Other 3,500 - 3,000
TOTAL $337,500 $364,000
A3 ~
.Net Profit (before
owner's salary and
income tax) $ 37,500 $ 36,000

“y

. ¥ perce

more sales in year 4.

ntage of sales

&

<

. . Year 3
. . Expenses = g
Expense Ratio Revenues 902
. . , _Profit - =
Profit Raexf' Revenues s, 10% .
s . .
88. )

4

JIn analyzing th%‘profitlloss statement you ca

was lower.

n é

4
]

e that Della had

s

But she also had more expegés, and her profit as




-

In looking over the expenses for the two years, expenses increased
Ld .
' as one would expect for inflation (rising prices) and increases in

salary. Della reduced her costs in some categories, such as advertising.

3

X~

\‘ How to Increase Profits

- -

A business owner can increase profits by increasing the amount of -

money coming in and decreas{ng‘ expenses, Lt sounds eéék'fmf is often

.

difficult to do! » ' Lo - o
" Some ways te increase revenues intlude: S , o
@ raising prices; ‘ - . e \ ,
e “getting more customers; = . ,
e working more efficiently and getting'more work done; .
N e providing different sérvices; and '
® specializing in the more profi,tablg services.
. ! ’ .
‘ Some ways to- decrease\expenses include: .
. e " limiting pay; . . .
. 4 2 , :
-~ e improving office procedures; {
e reducing waste; and : ' , . S
aQ 1 &
o finding an office with lower rent.’ 7‘5
N P 3 .
7 ' Scmetimes it is dagficulf to reduce expenses much without also
‘ v
reducing the :.services provided. This ma) lead to a loss of customers.
For exagfple, Della reduced her advertising budget. Perhaps she didn't
. . M . . ’ .
attracttas many customers as she could have with more: advertising.
A . ~
" Making business decisions requires good judgment. ' .
N . ' , : . .
- - ' \ N
. ’ - &
. . .
* J @ ° N ¥ »
. ) . 4 \/
., ® i
. ’ L ? . - - : §
s ‘ - '
. . R . . * .
- ‘\ 89 ':
; . . A
A \‘1 . *\\ ° ; ve ‘850 . . .
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Summar . . .
¥

A’ company must make a profit to stay in business. A profit/loss
_statement shows the owner how much profit there is. It can be used to

decide on areas-where improvements can be made. Personal satisfaction,

as well as profit, is important to the small business owner.
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. Learning Activities
Individual Activities ' i ) o, r’
o ﬂ : S

1: Give the equation for qn‘expense ratié and a profit rafio. Explain

why they are useful. ' - ’ .

’ <o ~f ) .

2. In'year five Della had revenues of $385,000 and an expense ratio of .

897. Wh;!&;as the exbense total, the net profit, and the profit :
' ratio? Did Della do better or worse than the previous two years?

' o RN

‘3. List gpree reasons why revenues|for a’hope attend busigéss'might

go down. ° :‘E -

’ [N

4, evenues ,

‘Discussion Questions
-

v ]

Look again at Della's ideas for new services on-p et
reqommend that Della do any of these serva;es” Whic
your recommendat1ons and explain your jeason1ng. What\additiongl
infommation might help Della make a decision? D
Al és 3 . -
- T . - . d , N
- ? LY . ’
~
. X - .
4 [} o -
. r -

. . @

Py




’ 2. Suppose that Della pays a full-time experienced home attendant '
$10,000 a year. Which of these amounts do you think Della should

earn and why?

. a. .$8,000
= ~
b, $104000
c. . $¥5,000 .
_ . d. $20,000 . ‘

¢

L3

e.

over $20,000

L ] c -

3. What things do you think you"would like about running your own

business? What things do you think you would not like?

Group Activity

N

~

Assume that you and others in a small group are going to stdrt a

¥4

&

I}

v

home attendant Service. What would you want your business te be like?

Write down your ideas imciuding the following:

Name of the business

Services

Customers

4

*+ Locattion ?

Number of eﬁployees

Why you‘think yodu can compete

Share i

ith the class.

-

92
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2 . ’
There '1s a need for home support services for elderly,

i11, a-nd disabled These sebrviEes include persona

o , -

tion ,}nd companionship. The need- for such rv1ces will

. : increase as we I-iave more elderly, pe0p1e,.‘ Ho ver, people-

must biml ling to pay home attendants a good wage to
. ‘ attract, and keep ‘them on the JOb S v

’ L3
en 8

Some home services are provided by businesses. Some

‘ are provided .by government' programs. gome are provided by
' . ‘ non-profit organizatione. Somet1me3 a govemment agency.
- . “ﬁ pay a business or pon—-proht organization to provide
' the service. Bu81nesses that provide home attendants
incluge agenc1es speclahz:,ng in home attendants, nurses
reglstr1es, and temporary employmer;t companles. Sgme ‘are
small owner-operated -firms. Others are brancheg.of 1‘arge
‘organizations, ‘

. Ve ' . r

: . A home at tendant buuness must strike a balance between
o klung care’ of the needs of the customer, being fa1r to
To be

. ‘ guccessful the owner should plan ahead, be organ1zed, en_)oy

' employees, and maintaining a profitable busxgness.

managing other peop

- be flexible. . o . . -

, make wise-financial decisions, ‘and
’ L)

. . .

In order to own'and operate a successful home attendant

ence, amd the special business management skills we have

. covered in this module. If you have not ;taken a course 1n

. - home economics, you may want to take one before dec1d1ng to

¢
“business you need training in home economics, wotk experi- K

”

-




~

own a home attendant business. -You can learn business

managment skills through business classes, experience, or

by using the advice and example of an ‘expert,

Starting your own home attendant business can be a

;eward.ing chellen’ge. Many people like workmg for them
‘---selves. They dike the‘pos sibility of earnmg more income

than .1if they worked for 'someone else. But 1t takes hard
work. It can be risky to start your own business. It £§
not appropriate for everyone’. Think about how important
‘these thing® are to you in con81der1ng whether you*should
start your own home attendant business someday .,

- -

-y
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1.

4

-3,

QUIZ

o

Which of thesébtaské_woqld_mbst_likel”é done by a

home at tendan°t?

a, Administer medication o, .
b. Assist with bath - . . )

' c. Chénge bandage's o ¢
d. Wax the floor ) -

+ List three helpful personal qualities of the owner of

»

a_home attendant agercy.

a, N _

B -

b, ¢ -
. ~

C.'e ¥

°

List two ways to help a home attendant service compete
"successfully., -

N

T4, ‘ To operate a home attendant service you will most
likely need:
@+ a business license. L
— « . a complete physical. .
c. d&o-year college .degree J , =
- "y " d. to pass a state test. - - ', Co-
y = - \ - =
. - 5. List two- things to think about in_ deciding whét area
- N ‘\ " to locate your'busine‘ss in, - \ .
. . 8. - s ‘
N A _
. - ~ v 4 " -
. . .5 )
. T 91
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y . »
6, Whlch locatlon seems best for the office of a home
at tendant servme ?

. " a.\ A home ‘

b. A shopping center

< & ‘An office-building .
- - d. A place where many peoplé walk by
. ! ° ~

7. List the three main parts of a business description.

v .
» & I ’
b. / }
1 .
c‘ 1] B
I . . )/

_8. Harvey Ehlert plans 8h~stgrting a small home attendant
. . service. He has $10,000 he can spend. H¢ estimates
that his starting expenses will be $15,000. Fill out

the form below using this information.

. . Total, Starting Expenses

Total Money on Hand

- . Total Lpan_Money Needed-

9. Who would be most likely to match customers with home

. attendants? ‘ '
i , a. , Business manager . :
. b. Coordinator -

cs Secretary
/ﬁh"" : d. Supervisor - . ‘

X P .

10, What kind of bacﬁground would you'.look for most rﬁ a

| hume -attendant? .

EL . B ;”/au A home health‘cértificate, no job éxperience_
| b. Experience agga home attendant &
| .

) -
o - c. ' A home health ¥ertificate and experience as a home
. s -

SN T e

.attendant , T -
' -\, -~
) .\ . qlo * -
; - 96 - .
S
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.11." List three ways to keep emplgyees satisfied. .

S, X
. ' a. : : :
. * . *
. .

- F'd o -8
. c. P
T . 12, The least important piece of information on a work
. L - order fomm is: . ‘ . ' . . -
S : a. the description of the job. .
. Q b the namef of the person completing the work order. n I T ’
s ‘ c. the name and -address of the client. -
. . ’ . d. _thé"seé‘f?iﬁg date ;niv];ength of the job. ’ )
" 13, Which of the following tasks’ would. Délla lfkely ’ v “.‘
- consider most important and do first in her daily ’ |
N schedul e? ) : -
S a. Billing customers . " — S .
* - ~ b, . Interviewing ‘job ap_plij(::at}ts . ) ’ o
. ' \ c. Réviewing phoile mes sages o i .
K . Y d. Vriting Raychecks‘ . - .J‘ . -
. ‘ . . . ’ | . |
. 14, An ége}lcy charges its customers 402 §nqre tha}l it pays .
> ‘ its attendarts. .The atte,ndan.ts earn $4 per hour. How . .
" ‘ . much 3'.3 the, customer :char_géd? . T _ M per.
- s ~,—.h?ur - e ' . ; 5
& .
~ L 15. Which of these would be the bes? way to reach customers ,. -
¥ ) ’ who  know they want home attenda'ﬁt- services and want to " i
. 4 -+ " find out what is available? ‘ o=
b _a. BusineeBcards | o T .
”s Lo _ o .. b, Letters'to doctors’ . . ’ - : o . ‘
' c. Newspaper ads’ T . . . ) )
. ';(‘:,Td_. Yellow Pages in the phong‘book R .
B . , f e
o ' 16. List the two most important t:.hi:ngs to include in an ad. & )
. : . -, )
s A SRR
: 97 ) ’ . .
* . .93 S
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’ > 17, Mildred McPherson was billed ¥or 50 hours of attendant
services at $7 per hour. She has paid $200. What
would be the balance due on her customer account fqrm?
. » ‘ — : )
- . Y
R < { .
18, Home Help Agency had the following cash payments and - .
. cash receipts in oneadayzl‘payments received of $521y3 -
- R . '
- . ' purchase of suppties $50; and accountant fee of :$200
) paid, What were the total cash receipts and total cadh
. ‘ ’
~ -& - payments for the day? . » .
SO . a, ' Cash- receipts ) I N
s b. Cash payments . .-
| P ‘e ’ A . .
. - ’ ’ ¢ :
S s 19, In one year a business has $100,000 in revenues and
$80,000 in expenses. Fill in the blanks, ) .o
" a. Profit = - - _
. - £y -
Te. ' ‘. b, Profit Ratio = . .
c. Expense Ratio = ’ , ) :
.20, List the two 'main things a business ‘tan.do to increase & °
- . . -~ e—— . . »
profits. - 4 o . :
‘. Al a. . * « -
B ) ” b. ‘ . - [ . )
. - ) : N v
. * . .ot v, N . . , . ' .
N - .-. 21, List two.things a home attendsnt business 2an do tQ ,
Lo : v . N N - 4 . s oL . ~
' T "¢ .".-increase sales. . :
\Q\‘\ ‘ . a. i o . . a ) ’
o PUE " . PR { s M . .
.« =7 b. s o - v
. g . ® —
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. PROJECT PRODUCTS .
- ¢
a ¢ . ‘
. Entrepreneurship Training Components s . .
Vocational Discipline Module Number and Title
General i Module 1 - Getting Down to Business: What's It All About? =~
. 4
. ?
. Agriculture Module 2 - Farn Equipment Repair )
Module 3 - Tree Service ' -
R > Module 4' - Garden Center
. .‘1odul§‘:f Fertilizer and Pesticide Service '
. Modul - Dau;y Fami}xg .
»
Marketing and Module 7 - Apparel® Store .
- 1 3 < .
Distribution Module 8 -~ Specialty Food Store .
- . Module 9 - Travel Agency s
. Module 10°- Bicycle Stdre . . .
) Module 1l - Flower and Plant Store N ‘ ‘Ff i
. . Module 12 - Business and Personal Service
Module 13 - Innkéeping
- Health Module 14 - Nursing Service ’
R Module 15 + Wheelchair Transportation Service - L.
! d Module 16 - Health Spa
I !
. Business and “Module 17 - Answering Service . *
‘ Otfice Module 18 - Secretarial Service .
’ ’ Module 19 - Bookkeeping Service 4 <
. . . |
. ¢ - Module 20 - Software Design Company . — |
‘ Module 2} - Word Processing Service : A
s o . L~ . . o ¥ < ‘
, Occupacio‘nal . Module 22 - Restaurant Business - ’ o . o
- . * v . ~
L Home Ecanomcs‘ Module 23 - Day €are Centgr -
' . Module 24 - Housécleaning Service -
~ 1 Module 25 - Sewing Service, ’ . 4
* ) ) - Module 26 - ‘Home Attefidant Service ’
S e . 4Technical . Module 27 < Guard Service B .
) - . . * e L Lo : - \ [
: Lo ‘-%o” Pegt Control Service . . o '
. ve N ', , 5 e’ Yo mEnergy Specialist Sexvice - ’ i i
\ Trades 3n¢ " ('.' "T'}i' ;'Réir Styling Shop _ .7 )
. ‘ . Andustry. Mod 1 A‘u’co Repair Shop /\ .- 1
. - - - - . .
: . ., Module 32°- Welding Business : .
t. - ! - L . ",
. . Module. 33 - Construction Electrician Business
- R .
. . Cr be Medule 34 - Catpentry Business N
’ Li- ’ i - “ Module 35 - Plumbing‘Busin‘e_ss . ‘ .
. R Module 36 - Air Conditfoning and Heating,Service . )
) : . *Relatgd Resource$ * ' L L ey -
- ” H . . .
*‘ o= h . Resource Guide of Existing I-_:ncx:epreneurshis' Materials B .
t - - . B ’.
Do Handbook on Utiljzation of the Entrepreneuyship g.'rainif'\g Components * s
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